Upon logging in (using Chrome browser is recommengédjccept the Upload and Submit task by
clicking on thdJpload and Submit linkIf you do not see the task, verify that you are in#t2erasks (PF)
Tab or#3Tasks (PD) tab. Tasks (PF) will be used for projects created after 12.06.2020, while Tasks (PD)

will be used for projects created before 12.06.2020.
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To upload plang1 click on Submitted Plans folder. To upload calculations, applicateparts, etc. #2
click on Supporting Documents folder

Upload and Submit - Google Chrome

@ eplans.burbankca.gov/ProjectDoxWebUl/WorkflowForms/Eform.aspx?wflowTask|D=208

ProjectFlow

Review Information Permit Information Invite Others

Project Name: BS2023202
Project Description: 150 N THIRD ST - 50,000 CY EXCAVATION FOR NEW PARKING GARAGE
Coordinator: Burbank Building
Workflow/Activity Name: Building Workflow/Upload and Submit
Current User Login: MARVELOUS CHESTER

Task Instructions

1. Upload files into the appropriate folders below
2. Confirm completion by selecting the checkbox at the bottom
3. Click ‘Submit’ to submit your files

Project: BS2023202

Select destination folder for files:

T & ss2023202

1 L3 submitted Plans

2 =] Supporting Documents

3 Reviewer Attachments

[] Al files for this project have been uploaded




#1 click on Select Files button

Upload and Submit - Google Chrome

@ eplans.burbankca.gov/ProjectDoxWebUl/WorkflowForms/Eform.aspx?wflowTasklD=208

UPLOAD AND SUBMIT ProjectFlow avolve

Review Information Permit Information Invite Others

Project Name: BS2023202
Project Description: 150 N THIRD ST - 50,000 CY EXCAVATION FOR NEW PARKING GARAGE
Coordinator: Burbank Building
Workflow/Activity Name: Building Workflow/Upload and Submit
Current User Login: MARVELOUS CHESTER

Task Instructions

1. Upload files into the appropriate folders below
2. Confirm completion by selecting the checkbox at the bottom
3. Click ‘Submit’ to submit your files

Project: BS2023202

Select your files to upload to this folder:

1 | Select Files to Upload || View Folders

3 ps2023202\5ubmitted Plans

] All files for this project have been uploaded

Convention for file naming

9 Preferred File types PDF (no urls or hyperlinks)
Each page of the drawings shall be uploaded as an individual file
Drawings files to be uploaded in landscape orientation.
The files shall be named in the following format:
o ASheet nuBbeet des cr (maximun 32aharacters)
(ex. AS1 -Site Plan) exclude extraneous information in the file names such
as dates, version numbers, etc.

=A =4 =4




Note following file naming convention
Submitted Plans

1 Preferred File types PDF (no urls or hyperlinks)
1 Each page of the drawings shall be uploaded as an individual file
1 Drawings files to be uploaded in landscape orientation.
i Thefil es shall be named in the following format:
o HSheet nuBbeet des cr (maximun 3P2aharacters)
(ex. AS1 -Site Plan) exclude extraneous information in the file names such
as dates, version numbers, etc.

Supporting Documents Files

9 Preferred File types P DF
1 Support files that are required for project shall be uploaded in the supporting documents
as multipage documents.

#1 Drag files to be uploaded into upload window?2 Click Upload files button

https:/feplans.burbankca.gov/ProjectDox/Html 5Upload.aspx? noRefresh=truedtFolderl D=11907 - Goegle Chrome

# eplans.burbankca.gov/ProjectDox/HtmI5Upload.aspx?noRefresh=true&FolderlD="11907

Project S

Folder: B52023202\Submitted Plans

Upload Files Upload URL
4 Y

Browse For Files Browse For Files 2

Browse for files or drag files into this area.

O C-1-SITE PLAN.pdf 0B/53.29KB 3¢
O 5-2-FRAMING.pdf 0B/33.91KB %
O SD-1-DETAILS.pdf 0B/23.61KB %

0 of 11 uploaded Hide Details

0B/1.68MB




If all files have been uploadeti] check box#2 click Submit button. If more files need to be uploaded

#3click View Folders button

Upload and Submit - Google Chrome

Coordinator:
Workflow/Activity Name:
Current User Login:

@ eplans.burbankca.gov/ProjectDoxWebUl/WorkflowForms/Eform.aspx?wflowTasklD=208
Project Description:

150 N THIRD ST - 50,000 CY EXCAVATION FOR NEW PARKING GARAGE
Burbank Building

Building Workflow/Upload and Submit

MARVELOUS CHESTER

Task Instructions

1. Upload files into the appropnate folders below
2. Confirm completion by selecting the checkbox at the bottom
3. Click ‘Submit’ to submit your files

Project: B52023202

Select your files to upload to this folder: 3

Select Files to Upload | l View Folders l

7 [@ ps2023202\Submitted Plans

3 a-1-FLOCR PLAN.pdf X

2 a-2-ELEvATIONS paf X

3 a-3-cross secTIONS pdf X
2 co1-simE PLANpdf X

3 c-2-EQUINE SITE PLAN.pdf X
12 crT2dpai X

3 cB-GREEN NOTES.pdf X

2 mr-T24p0f X

(3 s-2-FRAMING.paf X

3 sp-1-pETAILS paf X

(3 sD-2-DETAILS.pdf X

1 AII files for this project have been uploaded

2 Gont

Submit button must be clicked. Clicking Submit button will complete the Upload and Submit task.
BuildingDivision will not be able to start review process unless the Upload and Submit task is
completed.



If the submittal is not acceptedl Accept thePrescreen Correctiortask by clicking on thBrescreen
Correctiondink. If you do not see the task, verify thatware in the#2 Tasks (PF) Tab %8 Tasks (PD)
tab. Tasks (PF) will be used for projects created after 12.06.2020, while Tasks (PD) will be used for

projects created before 12.06.2020.

@ ProjectDox X

< c 0
mylCC

Project

[ =PALSTEST M ProjectDox

2 3

Tasks (PF) Tasks (PD) Projects

&5 Refresh g\ Save Settings @ Reset Settings

TASK PROJECT DESCRIPTION

% Contains.
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BS2023202

om 1

1-10f 1 records
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Scroll down to viewt1 Discussion Comment fgeneral reason/instruction for submittal rejection2
upload plans or symorting documentsaddressing reason for submittal rejectioAfter updated
plans/documents have been uploadet check boxhen #4 click Submit button.

Prescreen Corrections - Google Chrome

8@ eplans.burbankca.gov/ProjectDoxWebUl /WorkflowForms/Eform.aspx?wilowTasklD=210
4. Click "Submit’ to submit your files

View/Edit Checklist ltems (0) |

Project: BS2023202

Select destination folder for files:

T & Bs2023202

3 submitted Plans (11 Files - 11 New)
= Supporting Documents

[ Reviewer Attachments

Discussion Comments
Add Comment

Show 5 ~ records

DISCUSSION COMMENT PARTICIPANT DATE/TIME

STRUCTURAL PLANS MOT UPLOADED, COMPLETE
1 SUBMITTAL REQUIRED BEFORE PLAN REVIEW Maric Osuna 12/6/2020 5:18:40 PM
PROCESS CAN BEGIN.

1-10f 1 records

3 | have completed all Prescreen requests

4 [Submit]




During plan check process, status can be viewathe Project Reports furtion. From the project
page, #1 click on Project Reports button

= ]
I @ ProjectDox x e
& c 0 @ eplans.burbankca.gov/ProjectDox/Frame.aspx?ProjectiD=2757 * 0O e :

mylCC @ ePALSTEST 3 ProjectDox Other bookmarks

Project CITY B =
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Home | Q All Tasks Profile | Logout
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ProjectFlow Task List
&Y Refresh
Th.. PR.. IN... GR... AS... ST.. PRI... DU... CR... AD... DE..
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3:45:08 PM

o
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After review cycle is completedl Accept theRespond aml Resubmitask by clicking on thRespond
andResibmit link. If you do not see the task, verify thatyare in the#2 Tasks (PF) Tab #8 Tasks

(PD) tab. Tasks (PF) will be used for projects created after 12.06.2020, while Tasks (PD) will be used for
projects created before 12.06.2020.

’e ProjectDox = [ 5 g
< c 0O & eplans.burbankca.gov/ProjectDox/ViewProjects.aspx? TempPassword=False w 0O N e :

mylcC  [&] ePALSTEST M ProjectDox Other bookmarks

Project CITY OF BURBANK &

2 3 Home | Q Al Tasks Profile | Logout || (3
Tasks (PF) Tasks (PD) Projects

&% Refresh g\ Save Settings @\ Resct Settings
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Seettl Reviewer Comments faeneral comments Click o2 Changemarks button to see liahd
status ofchangemarks.

Respond and Resubmit - Google Chrome

8@ eplans.burbankca.gov/ProjectDoxWebUl/WorkflowForms/Eform.aspx?wflowTaskiD=216

Task Instructions

1. Respond to all changemarks and checklist items

2. Upload new or revised files into the appropriate folders below (if requested)
o |f uploading revised files, use the same name as the original

3. Confirm completion by selecting the checkboxes at the bottom

4. Click ‘Submit' to complete your resubmission

2 | View/Edit Changemark Items (1) | | View/Edit Checklist ltems (0) |

Project: BS2023202

Select destination folder for files:

T & ps2023202
3 submitted Plans (11 Files - 11 Mew)
[ Supporting Documents

(3 Reviewer Attachments

Department Reviewed By Status Reviewer Comments Applicant Comments

1 SEE REVIEWER ATTACHMENTS

CDD-BUILDING Mario Osuna Corrections
LANDSCAPE mosuna@ci burbank ca.us| Required E%'—‘rDER FOR DETAILED CORRECTION

Task Instructions

[J 1'have responded to all review comments

[J I'have uploaded my revised files, if requested




Changenark Viewer willsummarizeall changemarks on plans. Most importantlyit will show vhether
a changemark is resolved or unresolved. Youbeilible to comment on changemark by scrolling to the
right under Applicant Response.

https://eplans burbankca.gov/ProjectDoxWebUI/User/WorkflowReview/WorkflowChangemark nstancesViewer?wF lowFormletAs 218whlowReviewCydelD=8grouplD=1210768wFlowTaskl! Google Chrome

@ eplans.burbankca.gov/ProjectDoxWebUI/User/WorkflowReview/WorkflowChangemarkinstancesViewer?wFlowFormletActivitylD=5218wflowReviewCyclelD=&grouplD=121076&wFlowTasklD=216

Workflow Review Changemark Viewer

&3 Refresh g\ Save Settings  Review Cycle: Group:

Show 5 - records
REF% STATUS FILE IMAGE DEPARTMENT UPDATED ... FILE NAME MARKUP NAME CHANGEMARK SUBJECT CHANGEMARK DETAILS ;:_’;NEPE;’::EE REVIEWER COMME
T Equals.. | 7 Contains... 7 Contains. 7 Contains. 7 Contains. 7 Contains. T Contains.. 7 Contains... 7 On. = | 7 Contains.

CDD-BUILDING . - _ PROVIDE LANDSCAPE PLAN
1 Unresolved . UANGSCARE Mario Osuna  C-1-SITE PLAN.pdf  BUILDING DIVISION 01 ~ LANDSCAPE PLAN COMPLYING W/ WATER 12/6/2020 5:51:37 pm
CONSERVATION REQUIREMENTS

1-10f 1 recards orev B 1 1| next



From#1Home page#2 click on Project link
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#1 click on SubmittedPlans folder to vaw markedup plans or click on Reviewer Attachments to view
documents such as corrections listforms from the reviewers.
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Sheets with markups have#d pen w/ a red exclamatio(l) mark icon. Click on the icon to open the
mark up.
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#1 check the View box#2 click the Wew button

ProjectDox - Google Chrome

& eplans.burbankca.gov/ProjectDox/Markups.aspx?FilelD=101323
L]
PrOJe' l Close Window
Markups attached to C-1-SITE PLAN.pdf

Delete View Markup Name Author Date \
1 BUILDING DIVISION 01 Marie Osuna 12/6/2020 %:51:37 PM & &

2 View Clear All Select All for View




#1 markups will show up on plan#2 changemarks will be listed in changemarks column.
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#1 clickUpload Files button to uploadoected plan files. IMPORTAN®Mhenuploading
correctedrevised files, you must namehe new files the EXACT same naras the file it is replacing.
Do not add extraneousinformation suchas ddes, versions, etc. ProjectDox will automatically create
and overlay a ¥ that will enable reviewers to more quickly and accurately revieavisedplans.
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After all corrections are addressed and new files uploadddicceptthe Respond aml Resubmitask by
clicking on theRespondand Resibmit link. If you do not see the task, verify thauyare in the#2 Tasks

(PF) Tab o3 Tasks (PD) tab. Tasks (PF) will be used for projects created after 12.06.2020, while Tasks
(PD) will be used for projects created before 12.06.2020.



